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TAB A 


LOQiaPICS QgTTCE 
FONCTIOHS AND ACTIVITIES 


« national Secnril^ Act of 1947 sets 

fo^h the duties of .the C^tral Intelligence Agency and, inher- 
«tly, provides authorization for the conduct of logistics and 

«her mpport activities necessary for the 

®“®6r«plw 15 , 16, and 17 , ceea Regulation] 

set forth the functi<»s assigned to ttie Logistics (Vfice and the 

mjor organizational structure authorized^ This regulation pro- 
vi^B that, the D^ty Director for Adolnistration. the Chief 

of Logistics •••is responsible for the procurement, distributicm. 
md accountability of Agency egpipment and svgrpliesj for transpor- 
tati^ of personnel, equipoent, and supplies; for meeting real 
estate end construction needs; for the coordination a n d 
ti^ of forecasts of requirements for Agency logistical sunport; 
and for providing selected administrative services fear the Agen^^" 


(gFICE OF THE OBIEF OF L0GI8TICSS 


ae (Mef of Logistics provides the executive and adadnistra- 
tive diwetion of tbs Logistics Office in the perfonaance of 
Msigned functions. He is responsible for: the development and 
i^ementation of prograaas, policies and procedures for the logis- 
tic^ support of all Agency activities; the determination of 
facilities required to support vorld-wlde operaticais and for 
secu ring them; the operatiem of domestic svtpply facilities; the 
re^ew of the efficiency aM effectiveness of technical logistics 
aeti^ties outside the United States; and the ccaisolidatlon of 

distributiS"*^* oateriel reqjiirements and their proper geographic 


.. T elements have been established to assist the Chief 

of Logistics in directing and controlling effectively i^n activities 
of the Logistics Office and to exercise his technical cognizance 

® activities performed elseidiere in the Agency, Areas 
covered by these elements are: Planning, Cperations, Administration, 
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Security^ and Review (or Inaction)* This arrangement enables 
Mm to maintain close cont^t with all facets of Ms orgBnlsati<nx 
throu^ five key officials* The internal organizational structures 
and functions of divisiong and staffs of the Logistics Office were 
approved by the Deputy Director for Administration in July 1954 and 
are detailed in Logistics Instructions^ Series l-l40l . 


FUJmm ffSHFF 


The Planning Staff is responsible for keeping the CMef of 
Logistics inf oined relative to current and long range plans of the 
Agency, the Depaxtment of Defense, the De p ar t m Mxt of State, and 
other elements of Ciovemment Insofar as. such plana may Involve 
logistical support iiqpllcations* The Staff provides pi<wwi«g 
guidance and assistance to Logistics Office personnel and Agency 
off iclale responsible for operatlcms; detexnlnes the logistical 
feasibill-ty of operational plans axui the probable capabilities of 
the Agency to provide logistical support for such jdans; and per- 
forms other related planning functions xeqiulred* 

Logistics planning is essential to insure the timely and 
adequate support of Agency operations and to provide the technical 
guidance necessary in the development the logistical implica- 
tions of operational plans, programs, projects and activities* 
Logistics amexes to operational plans are examined carefully to 
assure that the logistical reqjulrements specified are realistic and 
appropriate and to ascertain whether the requirements can be ful- 
filled within existing resources or must be procured* Basically, 
there axe two types of planning that are reguii^^ to accomplish the 
logisticM. support for the Agency— current planning and long range 
plajDjilnge 


Ourrent Projects Branch 


This Branch is reoponsible for the evaluation of logistics 
iiig>llcatlons for all current operational plans Insofar as their 
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feasibility for logistical suppoxt is concexned* The Bzaach is 
concerned pirlmarlly with projects that are under vay or vUl be 
loplemented in the iaoediate future* This planning results in the 
submission of reqnlsltlons for materiel, facilities and sexrices 
to accomplish specific and iBaaediate operations. 


Plans and Programs Branch 


This Branch prepares or etssists in -Uie preparation of plans 
covering requirements for long range Agency operational programs 
of any cotagponent of the Agency. This planning results in the 
initiation of timely procurement action for items reqiolrlng a i« ne 
leeui time, the establishment of advance supply base facilities, 
the development of logistical data and studies designed to furnish 
guidance in the evaluation of logistical implications ctf long range 
operational plans. The Branch also is responsible for the coasoli- 
dation of strategic reserve materiel req]airements and the determina- 
tion of the proper vorld-vide distribution of materiel resources in 
support of hot war or other ^nergency conditions. 


TECHHIQAL REVIEW AMD POLICT STAFF 


This Staff reviews the performance o£ all elmnorts of the 
Logistics Office and logistics activities performed elsewhere in 
the Agency (doaestic and overseaus) and recommends action necessary 
to improve tiie effectiveness, efficiency and economy of such opera- 
tions. The Staff also review recommimidations for the establishment 
of new logistics policy and changes to existixig policy and accom- 
plishes other q;>eelal hi^ level assignments as directed by the Chief 
of Logistics. 

In ov^r to acccnpllsh the logistics support for world-wide 
Agency operations, it is necessaury to delegate authority to other 
persons and organizational elements to take completed action cm 
many logistics matters* Requisite to this delegation is the 
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establlstaBttnt and proiBulgatloQ of policies and procedures by vhich 
officials at all levels nay be guided* These are issued in ithe 
fom of regulations, handbooks, and other directive aaterial* These 
directives most be caxefuUy reviewed in order to assure that th e 
policies co nt ain e d “Uiereln are consistent and sound provide for 
the nost effective, ffficlent, and econoetlcal accooplishment of 
logistics activities^ A further reipiisite to this delegat io n of 
authoril^jr is the review of logistics activities throughout the 
Agency so ^ to assure coopliance with the policies and procedures 
prescribed* This review also is necessary in order to keep abreast 
of operative problems as they develop and to provide imaedlate pre- 
ventive and remedial measures* It is not possible for the Chief of 
Logistics personally to make a detailed review of all directive 
material pertaining to logistics and all logistics activities throu^- 
out the Agmacy* Accordingly, the TechniceO. Review and Policy Ptaff 
acts for "ttie CSblef of Logistics relative to such natters and serves 
as his "eyes and ears" in ttie examination of the effectiveness and 
®fficiency of world-wide logistics operations* 


SEk3(JRlTy 3TAW 


The Security Staff furnishes advice kOl assistance to the 
Chief of Logistics and other officials of the Logistics Office 
relative to operational security natters and accomplishes assigned 
security functions such as classified contract securily, physical 
security inspections of contractor's plant, briefings of contrac- 
tors, securi^ inqpectlon of Logistics Office activities, and the 
processing of reqjuests for securi'ty clearances* 

Ihis Staff controls the disclosure of Agency classified infor- 
mation relating to Logistics Office operations* The unintentional 
and therefore isproper dlsclosuire of classified information through 
the accooplltiment of normal logistics opejrations is anticipated «M^d 
avoided 1y prior planning and the analysis of proposed projects 
programs* The Intrational disclosure of classified information to 
authoirised individuals outside the Agency necessaiy to secure their 
assistance and support for the accooplishment of Agency logistics 
ofjactives is controlled by Inspections, briefings, and secrecy 
agreements with individuals ccmcemed after securi'^ clearances 
for such pers^is have been obtained through established channels* 
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AEMIMlSroATIVE 83!AFF 


This Staff la jrasponsibla for the accai!i>li8hmeirt of adoinis- 
tra.tiye functloiia for the Loglstiea Office, locludiiig pera<n 3 iiel, 
budget, trainixig, records, mil, maoagenent assistance, and office 
services. The Staff also is responsible for the operation of a 
centralised nail and courier service. for Agency headigiaarters. 


Office of The Chief 


Provides i a m ed iat e direction over the Staff in acccaplishing 
functions assigned. 


Budget and Fiscal Branch 


This Branch issues instructions and provides assistance 
srelative to the suhnissiMi o£ budget data by coiig>onent8 of the 
Logistics Office, prepares the consolidated budget for the Logis- 
tics Office, and performs those fiscal activities within the Office 
lAich are centralised. The Budget Officer also a system 

of internal allotment accounts and expenditure of funds records and 
sirpplles information regarding the availability of funds for Logis- 
tics Office programs, projects, and activities. 

In addition to budgeting for activities, projects and functions 
under the cognizance of the Chief of Logistics, the Budget Officer 
collaborates with other Agency components la the development of 
their budgetary reqjuirenents for operational materials, facilities 
and transportation services* 
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IfedJL and Ctourl«r Branch 


This Branch furnishes Agency nail end courier services for 
approximately 90 buildings in the Ifeshington area; In addition to 
receiving, dispatching, and delivering nail and other documents to 
and within these buildings, a large portion of the workload of this 
Branch consists of the movenent of intelligence naterials between 
the Agency axtd other Oovemnent agencies* Approxinately 7^0,000 
accountable dociunents and other naterials were distributed to 
destinations outside the Agency dmrtwg py 19^4; 


Mmiagement Assistance Branch 


This Branch provides for the contirol, coordination, review, 
and publication of regulatory issuances; controls and nakes reeoB> 
nendations relative to the organizatiMi and staffing of the Xiogis* 
ties Office; and provides assistance to Logistics Office coagtonents 
in the development and taprovaoent of internal operating procedures* 


Personnel and Trai«*«g Branch 


This Branch is responsible for developing, reconnendlng 
implementing persrainel policies, internal personnel managesmnt 
practices and training programs for the Logistics Office witiiin the 
framework of established Agency personnel polieles regulations* 
This Branch also administers the Agen<^ Logistics Career Service 
program as prescribed by the Logistics Career Service Board; The 
Branch deteznlnes Agen<y technical logistics training reguirements, 
schedules personnel for internal and external training courses and 
conducts a technical logistics training course for Agency personnel 
reqiulrlng such training* 
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Records and Services Braaoh 


This Branoh is responsible for adninlstering the Logistics 
Office Vital Materials Program, condueting physical suirveys and 
dereloping records control schedules for all Logistics Office 
records, distrihuting regulatory material and other ina n vithin the 
Logistics Office, cmtxolling highly dasilfied materials, furnishing 
assistaince in the establishment of uniform filing systems throughout 
the Logistics Office and for madjotaining central records as directed* 


ASSISIAliT CHIRP FOR OPSRftJICaiS 


Coordinates the activities of, and furnishes continuing daily 
direction to, the five opexnting Llvlsioas; keeps the Chief of 
Logistics informed relative to the status of current projects, the 
operational workload, and the requirements of operating divisions 
to atccoBspllsh pmsent and futvire logistics operations; provides 
immediate XK>licy and mansigerial control for the operating divisions 
of the Logistics Office* 


PROCUREMBB? DiyiSICW 


The Procurement Dlvlsi<m serves ais the centralized procurement 
element for the Agency and provides tecl^cal guidance in the pro- 
curmnent of matexdel and non-personal services for the Agency* The 
Division develops and imp l e m e nts polioles, procedures, methods and 
standards for procurement throughout the Agency* Section III of the 
Central Intelligence Agency Act of lSik9 prescribes the authority of 
the Agency with regard to the procurement of supplies and services* 
This section authorises the Agency to exercise certain authorities 
provided in the Aimed Services Procurement Act of 19^7* Section 
502 (d) (17) of the Federal Property and Administrative Services Act 
of 1949 permits the Agency to procure directly, rather than through 
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the Genex^ Services A d in l nl at3?atl<Mtt^ vhen necessary* Except vhen 
operational necessity dictates otherwise. Agency procurement is 
wcomplished in accordance with procedures and policies set forth 
in Axned Services Procurement Begulatlons* 


Office of the Chief 


Provides lamediate direction over all activities of the division 
in the accoB^lishment of functions assigned* 


Adinlnistrati<« and Ckmtrol Staff 


25X1 


This Staff receives and controls re(xtil8ltions and correspondence 
forwarded to the Division; compiles and evaluates statistical data 
^rtainlng to the , operati ons of the division and re efiiiwM»wfl« 


tratlre action reouired: 





Contract Branch 


This Branch negotiates cmitracts for materiel and services in 
instances (exc^t for covert purchases) where the amount Inv^ved 
exceeds $2,000* The Chief of this Branch is authorised to serve as 
'tile contracting officer for all contracts involving expenditures of 
$ 50,000 or less and serves as tiie principal reviewing officer in 
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contracts exceeding that amount ('idiich Bust he signed hy the X)lvl- 
slon Chief or the Chief of Logistics); The Branch also: reviews 
and directs the preparation, of technical q^cifications for materiel 
to he procured; administers all contracts awarded hy the Branch; 
inspects or provides for the in8pecti<m of materiel piTocured prior 
to acc^tance and during production; inspects the facilities of 
prostpectlve contractors to ascertain the capahllity of bidders to 
perform and to develop additional sources of supply; negotiates 
the settlement of contracts as reqjulred; and prepares the Oovem- 
ment*s ease in disputes with contractors; 


Purchase Branch 


The Purchase Branch coordinates and accomplishes interdepart- 
mental procurestent throu^ the General Services Administration, 
the Departments of the Army, Navy and Air Force, the Bureau of 
Federal Prisons Iixdustries, Inc*, the Government Printing Office, 
and others; and solicits coeg^etiticm ai^ detemines awairds under 
infomal contracts for purchMes to he in the open mairfcet in 
amounts not exceeding ^2,000l 


Special Purchase Branch 


25X1A 
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25X1A 


sums Diyisiow 


The Supply Division is responsible for receiving^ accounting 
for, storing, issuing and dis posing of Agency aaterlel handled 

for the developnent, inplementation 
ana sEancexiance or poAieies, procedureSj^ methods and standards for 
the qperation of Agency *s supply system. The Dly iaton is respon- 
sible for the operation ofl 


This Divisicm also is responsible for the 


distribution and storage of strategic reserve materiel 


25tm^ 

25X1A 

25X1A 


Office of the CMef 


Provides Immediate direction over all activities of the 
Supply Division; exercises such controls as are necessary to 
assure the effective and efficl^t accosoplishment of *n functions 
assigned to the Supply Division* 


Control Staff 


Develops and coordinates rugulatory issuances pertadLning to 
supply policies, procedures and operations throughout the Agency; 
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conducts studies of specific operating problems throo^out the 
Division and recocmends action necessary to eliminate bottlenecks^ 
improve efficiency and provide most effective service; evaluates 
the effectiveness of specific supply operations through the use of 
periodic reports, work measurement records and other statistical 
data; assists in the implementation of directives from 
authority having a major effect on existing policies and procedures. 


Supply Operations Branch 


25X1 


25X1 


This Bxanch reviews and consolidates forecasts of mateirlel 
requlreaents and initiates action to procxixe items to meet fore- 
seeable demand s; es^ bllshes and maintains stock levels of materiel 

po meet current requirements and directs the 
UB^nouxioa or strategic reserve material to meet planned 
requirements; ascertains the extent of property on that is 
excess to the needs of the Agency and materiel that is obsolete 


and initiates disposition action; receives and processes all requis^ 
tlons for materiel required in Headquarters and field activities and 
initiates appropriate supply act ion; schedules and s upervises 


iltones With props 




and effects 
y records; 


periodic inventories of materiel [ 
necessary reconciliation of Ixxven 

determines items that axe in critical supply and devklcpe and 
a d mini sters appropiriate control meetsuxes to regulate issues of 
availab le stocks; maiP 'fcfti"« wh«v*» accounting records for materiel 


located 


lat detached stations overseas; and 


maintains xecoros of an Agency vehicles, regazdless of geographic 
looaticm and type of assignment^ 


25X1 


OBIHAKCE BRAMCH 


25X1 


fhe Ordnance Branch develops and assists in the inplementa- 
tion of procedures and Isstructi^is concerning the care and px«- 
servati<»i, testing, inspectltm, renovation, storage, and mainten- 
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Storage Operatigaa Braaoh 


This Bxanch detemlnes overall requiarements for storage space, 
materials and eqjaipment reqiulred for the operation of domestic 
storage facilities; monitors the iT>*i >ection. repair 

and rehahilitation programs conducted I If or 

all Agency materiel (except ordnance items;; develops Agency-Vlde 
operating standards relative to the storage, packaging and preser- 
vation of materials and the operation of varehouses; conducts 
technical studies designed to provide improved specialized pack- 
aging techniqjues for Agency materiel jreqialred for caching or other 
types of long term storage under varying storage conditions; pro- 
vides technical advice to other elements of the Agency relative to 
storage and packaging problems* 


Identification and Oataloging Branch 


This Branch is responsible for the development of item 
descriptions and nomenclature and for the assignment of appropriate 
stock numbers to all items of materiel procured for and used in the 
Agency* The Branch also provides technical assistance in the 
identification of all Agency materiel^ In the performance of these 
functions, the Branch: cwducts necessary technical and engineering 
research; prepares item descriptions and item Identification data; 
assigns appropriate federal stock nunibers and Agency stock nuxobers; 
maintains a cooqplete technical library of cosmerclal. Department of 
Defense and other Government stock catalogs; issues special and 
periodic catalogs of materiel stocked by the Agency; and provides 
techrdcal assistance for domestic and overseas field activities 
relative to the use of Agency catalogs and the identification of 
Agency property. 
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25X1A 

25X1A 


The Traniqportatloa Slvlsioii also is respcmslhle for the opera- 
tlOQ of a motor pool in the Washington area, providing shuttle bus 
service, passenger car service and trucking f acilities vithin the 


Washington area 

and contzactors or other sources of siateriel* 


ports of enibarkaticm 


25X1 


Office of the Chief 


Provides innediate direction of the Trsnsportation Mvlsion 
in the accomplishment of functions assigned. 


Klannlng and Ckmtiol Staff 


This Staff ke^B the Division CMef inf onaed relative to the 
status of division work objectives and continuing functicms; 
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develops and coordinates operational plans reg]aired to accoiqpllsh 
sbosrt tens and long tezm Division objectives; reviews^ coordinates 
and^ vhen required^ develops Agfinoy transportation regulatory 
issuances and prepares such material in final form for submission to 
higher authority for approval and promulgation; monitors the prepara* 
tion and submission of the Transportation Division budget and 
revisions thereto; and reviews public lavs. IOC regulations, regula* 
tions a£ the Department of Defense, General Services Administration 
and other Government agencies and advises '^e Division Chief relative 
to transportation matters included therein* 


Administrative Staff 


This Staff develops and recommends internal administrative 
procedures and polieies for the Division; maintains a cratrol of 
internal correspondence and other conmunicatlons; maintains a cur* 
rent file of publications and directives; prsE>eures personnel action 
req]uest8 pertaining to employees of the Division; prepcures travel 
orders and travel vouchers for -^e Division personnel; and prepaz^s 
requests for administrative services. 


Cargo Branch 


The Cargo Branch plans, arranges for and coordinates all 
actions required to effect the transportation of materiel by all 
methods of shipment from the point of origin to destination; pro* 
cesses and issues necessary documents and directs the movement of 
cargo to ports of embarkation; provides technical advice and assist* 
ance to all Agency coDponents relative to the shipnent of cargo; 
assists the Agen^ OoeptroUer in the validation of carrier Invoices 
and the processing of vouchers for payment; furnishes shipping 
instructions to overseas field activities concerning materiel being 
shipped to domestic destinations; determines the applicability of 
pertinent lavs and rggulatlons ccmceming the shipment ot Agency 
cargo; secures necessary licenses for the e^qport or Import of 
materiel; and arranges for the inaction shipments, vhen. 
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necessai ^ t pi^otecb Idie securi/ty of shlpnieiits or “feo obtein osceoip- 
tion frof such lavs and regulations, ^dien necessary in the i»ti<Mial 
interest* 


Highway Branch 


The Highway Branch admini ster the Headquarters motor pool for 
■tile Agency, including scheduled and special bus service within "bhe 
Washington area, passenger service to points not serviced by the 
Agency shuttle buses and trucking facilities for the transportation 
of materiel within -the United S-tates; provides for -the inspection, 
maintenance and repair of all Agency motor vehicles in the Washington 
area (within securilqr requirements); end reviews proposed Tables of 
Vehicular Allowances and makes reconoiendations pertaining ■to t he 
types and quantities of vehicles proposed* 


]Pas8enffer Movement Branch 


25X1 A 
25X1 A 


This Branch exercises staff and ■technical supervision over 
transportation matters pertaining to the movement of Agency person- 
nel, their dependents, household effects, privately owned automobiles 
and baggage; conducts negotiati^is ■with commercial carriers and 
^ckers, travel agencies, exporters p 

I arranges for the packing and era.-hiw g rtf 
the personal belong in gs of Agency employees for shipment outside 
the United S^ta^tes; arranges for necessary clearances the 
handling of belongings for employees re^tuming to the Uni'ted S^tates 
from overseas assignments; arranges for ■bhe storage of personal 
belongings in the United States when authorized^ 
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real estate ahd oasafSEBJcnum pivisiom 


This Division is re^onsible for providing real estate, con- 
struction, housing and utilities required for the accangtlishaient of 
Agency operations world-wide. The varied and sensitive nature of 
Agency activities presents siany problems in providing adequate 
Bpaoe that^are not evidenced other agencies of the Federal 
^Govemment. This is particularly true in overseas «i«<s <t> 

£very errorc is made to satisfy Agency space requirements throu£^ 
utilization of currently assigned space; however, when this space 
is not adequate, additional facilities are obtained throue^ (a) 
other Goverximent departments or agencies, (b) leasing of prooper^, 
(c) puxvhase, and (d) construction, in that order of pxefer^ce. 

The Division is responsible for ‘Uxe alteration, medntenance 
and re>alr of buildings, facilities and utilities utilized by 
Agency personnel^ In the Washington area, these services are, of 
coujTse, provided by . the General Services Administration, reqjtiiring 
that the Division conduct negotiations for service, evaluate the 
propriety. of req^ests, establish priorities, etcH 

Further, the Division is respcmsible for the operation of 
the telephone switchboaurd And for securing telephone services in 
Headgusurbers. 


25X1 


Office of the Chief 


Provides Imnediate direction of the Division in the accomplish- 
ment of functions assigned. 


Ckmstructicm EngineeiHig Branch 


T h j a Branch provides supervision and staff and technical direc- 
tion for engineering investigations, designing and construction 
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ftctivitlfts Ishirou^^ou'b lilie Agency j develops cons^irucl/ion 6md FepsilF 
standards applicable to structxires reqioired for Agency operations; 
reviews bids for the constructicoi of Agency facilities and recaa- 
aends appropriate action; assists in the negotiation of construc- 
tion contracts where competitive bids are not involved; reviews 
contracts executed by field activities under delegated authority; 
supervises or arranges for the technical supervision of domestic 
and overseas construction projects; approves or reconmends 
in eox^truction extracts; approves or recommends progress 
final contract payments; provides technical advice relative to 
major repairs and alterations to domestic safehouses and o^er 
Agency occupied staructures. 


Utilities Baglneering Branch 


This Branch provides supervision or staff and technical 
direction relative to utilities and engineering requia^ements con- 
cea min g power installations^ sewer and water systems, heatiaag, air 
coiaditioniaag and a:efrigeration; develops standards for utilities 
areguirements applicable to staructures utilized by Agen<^; 
reviews bids for the construction of utili'ty systems or facilities 
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and collaborates in the negotiation of contracts f^ such items 
^ere cons>etitlve bids are not ixnrolYed; arranges for the technical 
supervlsicai of contracts involving the Installation of utilities; 
prepares the original design <yC and urltes specifications for nev 
mechanical and electrical facilities; prepares cost estimates for 
proposed utilities; provides for the inspection end test of nev 
e:£lsting mechanical and electrlccQ. equipment ets required! 


25X1 


Safehouse Branch 


apace. Maintenance and Facilities Branch 


G?hi8 Branch acquires and assigns all Government owned or 
leased space required for Agency operations in the departamntal 
area; provides plans pertaining to the construction of a new Agency 
Eeadq^iarters building; plans and arranges for satisfaction of 
Inmediate and long range space requirements of the Ag^^; conducts 
surveys of the utilization of space; negotiates with the General 
Services Administration and owners of leased buildings relative to 
the maintenance, alterati^ and repair of Agency ooct^led buildings 
in -Uie departmental area; provides for all intesrnal moves of Agency 
offices within the depaiiaaental area; secures and assigns paiMng 
spaces to all ^adquarters activities, maintains records of such 
assignments, and polices the parking areas; conducts necessary 
negotiations to provide adeq)uate cafeteria and snack bar facilities 
in Eeadqjoarters buildings; operates the Agency Eeadqjoarters tele- 
phone swltchbocu^l; secures equipment and facilities for teletype, 
THX, leeused line and private line service; prepares and issues 
the Agency tel^hone directory! 
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TSamUSQ AMP REPROroOPIOW DIVISIOH 


25X1 A 

25X1 A 


This Divlslooi is responsible for the operation of cwitral 
printing and reproduction facilities in Headquarters for the accom- 
plishment of Agen(^ printing and r^roducti<Mi requirementsi The 
primaiTy justification for the establishment and utilization of 
these facilities is the necessil^ for absolute security in these 
activities# Agency retirements for classified printing and 
reproduction necessitate the establishment of a facUity versatile 
enott£^ to acoosplish euaiy t^pe of graphics arts work* The support 
provided ranges from the sisplest collating and stapling tasks to 
the most intricate and technical type of four-color process printing. 
Types of materials reproduced include finished Intelligence r^orts, 

I motion ploture film, 

etc. I 


These facilities are operated on a buelnessiiKe 
basis. Including the maintenance of production and cost data and, 
considering the varied nature of printing and r^roducti^ require- 
ments, a hiipi equipment utilization rate is maintained. 


25X1A 

25X1A 


Office of the Chief 


Provides imsediate dixection of the Division in the acccaplish- 
ment of functions assigned. 


Production Manager 


Serves as the foreman of production throu^out the central 
printing r^roduction, establishes and ma i n ta ins production 
standards by organizational xmit, process and individual employee 
and assigns work throu^out the plant. 
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Production Control Staff 


This Staff fumlslies advice to the Fro^ctlon Manager relative 
to plant production planning and scheduling* The function Is 
accQB 3 >llshed on a part-time basis by the Chiefs of the Photography 
Branch, Plant Services Branch and the Printing Branchi^ Ho personnel 
are assigned to this Staff on a full-time basis* 


Photography Branch 


This Branch establishes and operates photographic r^roductlon 
facilities necessary to meet the overfall reqioirements of the Agency, 
-tiie National Security Council and other authorized CScvemment 
agencies and furnishes technical guidance and astlstance -to Agency 
coB^Kanents relative to photographic reproduction problems* The 
capabilities of this Branch Include coining, developing, coatact 
printing, enlazrging and reduction from cdl lypes and sizes of film 
and paper, negative retouching, layouts for lithographic presses, 
micro-photography, and motion picture photography, including Ihe 
printing developing of both picture and sound oa film* 


Plant Services Branch 


This Branch provides necessary support service for central 
printing reproduction facilities, including: securing maixxtenance 
and alterations to buildings, the maintenance and repair of all equip- 
ment utilized by the Division and the psTOOurmsent, storage and Issue 
of <^11^ expendable and. non-expendable supplies and eqaiioient required 
by Division operatloos* This Branch accoepllshes the assembly and 
binding of materials reproduced, involving processes such as colla t ing, 
perforating, assembling, folding, stitching, dri llin g and trimning* 
This Branch also Is re^nslble for the operation of mimeograph 
machines assigned to the Division* 
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Printing Branch 


T’hl fl Branch establishes and operates duplicating, offset and 
letterpress printing equipment capable of meeting requiremmcts 
placed up(m the Division* 


Special Plants Branch 

25X1 
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Kroductfi of Identification and Catalog Branch, Stgosply Bivisi<Ma, Logistics Office 


tene and Aatbority Size and Frequency 

Agency SnmOy Catalog 
^hlications 

(Classification - Secret} 


7 3>eceBiber 195*^ 


Inscription 


Production 


Authority 

CIA Regulation 
dated 23 Septemher 195^ 


1« Agency Catalog 

consists of 7 ^luDies 


Published by volune at 
irregular interrals based 
on number of changes. Size 
of each Yolume varies 
according to the number of 
items contained therein. 

Total items in 7 volumes 
approximates 19^000 items 
of supply contained on 
approximately 1350 pages at 
an average of l( items to a 
page. To date, k volumes, 

515 pages, listing 58^9 items 
have been published and the 
balance scheduled for conipletion 
by July 1955. 


Contains Federal Item 300 • 500 

Identification data for copies 

repetitive type items in 
the Agency Supply System. 

Bata includes stock numbers, 
approved item names, des- 
cription, tmit of issue, 
expendabiUty status, and 
standax^zation and regulatory 
designators vhen applicable. 
Illustraticms and reference 
dravings are included idien 
deemed essential for identi- 
fication purposes. 


2. Agency Supply Catalog 
Change Bulletins 


Size vill vaary dependent on 
the number of changes to the 
Agency Supply Catalog* To be 
published on a binoBonthly 
basis. 


Lists infoxmative data to 
correct and maintain the 
published Agency Supply 
Catalog on a current basis. 


300-500 

copies 
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3* SiqpfpXemental 

Catalog Fttblieations 


Description 


Brodnctlon 


a. Pricing SuiqftleDent Currentiy conalsts of 121 Ocmtains unit prices for 

pages containing approxinately all knoim Iteais in the 
23,000 items of siqgOy. Pre- Agency Supply Syaten. 
vloosly published send-^axmoally 
but henceforth to be published 
annually. 


300-500 

copies 


b. Cross-Beference Consists of IO3 pages con- 

^et±as talnlng approxiinately 8500 

Items. React publication to 
be made on or about July 
1953 and thereafter dls* 
continued. 


Contains other D. S* 
Govexnaent agencies 
service stock nuotber 
caross-referenced to the 
Federal or Interim Stock 
Bm&ber* 


300-500 

copies 


c. Maintenance Beurts 
list 


At present consists of k 9 
pages for 9 major Items. 50 
major Items are eaipected to 
be published. Bepubllcatlon 
vlU be made on an Individual 
major. Item basis vhen engineer- 
ing changes occur. 


Publication^ for major 
Items of e^pment^ con- 
tains Illustration^ 
technical operating data^ 
azid a list of ccnponents 
Identified by stock number ^ 
circuit symbol^ Item name^ 
manufacturer’s peart number^ 
mllltaary seirvloe number aaid 
name of manufactuarer. 


75 copies 


k. 


i 


Stock Accounting 
Catalog letter 


Aveirage size is 108 pages for Contains cuarrent infoimatlon itO copies 
^pproadmately I300 items. relative to additions, re- 

Publlsbed on a monthly basis. vlslcms and deletions to the 

master nomenclature file 
such as stock number, 
abbreviated description, unit 
of Issue, ea^ndabiUty status, 

and military or civil goveam- 
ment stock number. 
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